How to Register for an Audit on the Student

Portal

1 Navigate to https://portal.dts.edu/cmcportal/

2 Click "Student Portal Homepage" and enter DTS credentials to log in.
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3 Click on the Registration tab.
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4  Click "Register for Classes."
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5  Select the term that you're wanting to register for from the dropdown.

program and term carefully to avoid payment issues.

nglish v Term *Select* B

al
6 Click the purple Register button.
Ferm Period Registration Period Last Day to Add Last Day to Drop
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7 Under the "All Courses" field, begin typing the course code in the "Search" field to
filter results.

(2]
Search | ( )
N~
Course

3/Room Location Instructor Attributes Status Shift Shift
English
English
English

8 Find the section of the course that you're wanting to audit and click the green "+"
in the Add column to the left of the course code.

All Courses - Includes Required and Elective courses

Showing 1 to 4 of 4 entries (filtered from 533 total entries)

Code Title Section Schedule Credits Campus

BE5201 The Story of Scripture: oL
Genesis to Revelation

BE5201 The Story of Scripture: DAL-A

Genesis to Revelation

BE5201 The Story of Scripture: DAL-A-V
Genesis to Revelation

Add
®
[#
[
[#

BES201 The Story of Scripture: CHN-OL-L
Genesis to Revelation
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9 Once the page reloads, scroll down to the gray Selected Courses banner. Look in
the Action column to the left of the course code and click the "A."

L

A
Select Action Code Title Section Schedule Credits
BES5201 The Story of Scripture: AL No scheduled 3.00
Genesis to Revelation meetings
Show |10 w/| entries Previous

10 The status of the class should now read "Audit."

—A

m REGISTER / DROP
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Search
Course
Campus Building/Room Location Instructor Attributes Shift
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11  Tofinalize registration, click "Register/Drop."

Search

Course
Campus Building/Room Location Instructor Attributes Status Shift

English EnF{*ﬂ;ﬁQsh 3

12  Click "Register" on the following page to confirm.

Selected:0 Registered:0 Waitlisted:0

ling/Room Location Instructor Course Attributes Status Last Day to Drop Shift

English

Endisgiiish > >
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13 Wait for the confirmation message, then check that the credits column reads "AU"
for audit.

lleted. You registered for a total of 3 credits.

nents are subject to change. Please check your schedule within 24 hours of your course start date to check for your room changes.

Section Schedule Campus Building/Room Location Instructor Course Attributes

of Scripture: Genesis to Revelation oL
=—

14  You're done! You can click "Close Window" to return to your student portal.

) REFRESH PAGE

teps.
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